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Dana Ali

CAREER OBJECTIVE
Self-motivated, highly organized & Dynamic in Human Resources and Administrative fields, with a proven ability to provide key recruitment, interviews, evaluation, payroll, communicating and making sure of applying all policies and procedures/ rules and regulations. Besides to the support provided to the team. Reporting directly to CEO and/or  to Upper management. Aiming to apply my proven record of information management and my 8 years of experience in the Management/ Communication field through applying to a Senior position in Human Resources or Administrative, that will enable me to utilize and expand my acquired skill set and experience, through contributing to the development of the institution.
I’m keen to progress within the company in the coming years and learn more, which will enable me later on to reach a challenging managerial position. 
Reputation for displaying integrity & professionalism as a corporate representative, structured and self-managed with a great work ethic. 


WORK EXPERIENCE
Aug 2018 - Present           Tewtel Group (Land Rover- Aston Martin- Honda), 
	Showroom Administrative/ Sales Assistant (Land Rover)
                                          Act as the first contact with customers in terms of greeting and brief about cars we provide.
                                          Communicate them with the sales team to proceed with their deals. 
                                      
               My responsibilities include: 
· Handle the whole process: Greeting, communicate clients with our sales team, recording our walk-ins data 
· Ensuring the contract procedure and deal is well finalized; provide handovers to the sales team, making sure well signed and stamped etc;
· Attending weekly/monthly meetings along with sales team and showroom manager to discuss the weekly/monthly selling progress
· Effectively participating to discuss new ideas to enhance the business flow (Cars display, new strategies to be applied with our customers etc..;
· Preparing weekly/monthly reports for both  Marketing department and  JLR Headquarters (UAE/UK) concerning (APO Tracker- Walk-ins- Test Drives Log- Customers Emails procedures- Support Track etc..;
· Participating in Events with the sales team as a Support sales team member
· Participating in Test Drives with customers, Handover new cars to their owners (Teaching them about the car specifications and providing the needed information)
· Accurately maintain, update the phone calls I receive (Customers’ needs and notes) besides to the online requests we receive for applying Test drives and managing the schedules directly with them and the sales team
· Assist Walk-ins/ Phone customers and provide information about the cars specification, new arrivals, prices etc.. 
· Filing all the paper work for the whole showroom procedures: Service plans, APO Cars, New PDI’s, Test Drives, Appraisal forms/ Trade-ins etc;
· Uploading the Approved cars over the social media website(Pictures) including all the information about the vehicle;
· Coordinate and follow up with the marketing team about the magazines needed and catalogues that should be found on time and up to date in the showroom
· Perform other job related duties as assigned.





Jan 2018 – July 2018	Wesleys Wholesale, 
	Human Resources Specialist ( HR Outsource Consultant/Recruiter – Present) 
                                            My responsibilities include: 
· To post jobs online/ Screen qualified and potential candidates for interviews
· Preparing contracts for the employees including all the Internal policies/ Rules and Regulations
· Set the budget along agreed with CEO for all titles
· Set the Job Description for all roles in the company in coordination with the Operations Manager
· To propose, negotiate, review and agree with all the appraisal process, evaluation etc.. with both CEO and Operations Manager
· Prepare Full company orientation for all employees (Especially new joiners) and make sure to have them all well and perfectly applied
· To advise/encourage and motivate the operations team on achieving and applying well performance 
· Filing all company documents (Employees File with their documents, Vacation balance, Sick reports, Work attestations, Memos, Warnings, Cv’s and their feedbacks, NSSF, Insurance, Minutes of Meeting etc..)
· Follow up interviews, recruitment, evaluation/appraisal procedures, promotions, staff performance
· Handling Recruitment, Termination, Warnings, Memos procedures
· Handling NSSF Declarations/Cancellation with our delegate
· Direct contact with the Company lawyer when it comes to legal matters 
· Updating all staff information when needed (Personal data, Promotions etc..)
· Coordinating and participating in ISO meetings and updates so I make sure all staff are abiding by the rules and regulations as per ISO commands
· Regular Store spot checks and reporting all feedback to both CEO and Operations Manager
· Weekly random meetings with the operations team to discuss their matters
· Monthly meetings to monitor the operations team progress and performance
· Handling payroll procedures (Tax calculations, promotions, deductions, transportation NSSF etc.)
· Direct contact with the bank for money transfers (Salaries, Bank papers etc..)
· Checking randomly staff attendance (Tardiness, early attendance etc..)
· Taking actions and decision maker when it comes to staff performance
· Effective role in creating new ideas for achieving better performance and better results in stores and staff manners
· In addition to any other duties that might be assigned by CEO
· Coordinating events for staff when it comes to holidays, occasions etc..
· To attend all meetings with all concerned divisions for developing and improving our various targets
· .
· To follow up all the pending points related directly to HR Department, Operations issue etc with CEO and Operations manager
· To figure out different solutions of improving our business plan in addition to solutions for the operations team who might face some problems


Dec 2016 – Oct 2017	Green Glory, 
	Human Resources Specialist 
                                            My responsibilities include: 


· To post jobs online/ Screen qualified and potential candidates for interviews
· Preparing contracts for the employees including all the Internal policies/ Rules and Regulations
· Set the budget along agreed with CEO for all titles
· Set the Job Description for all roles in the company 
· To propose, negotiate, review with all the appraisal process, evaluation etc.. 
· Prepare Full company orientation for all employees (Especially new joiners) and make sure to have them all well and perfectly applied
· To advise/encourage and motivate the operations team on achieving and applying well performance 
· Filing all company documents (Employees File with their documents, Vacation balance, Sick reports, Work attestations, Memos, Warnings, Cv’s and their feedbacks, NSSF, Insurance, Minutes of Meeting etc..)
· Follow up interviews, recruitment, evaluation/appraisal procedures, promotions, staff performance
· Handling Recruitment, Termination, Warnings, Memos procedures
· Handling NSSF Declarations/Cancellation with our delegate
· Direct contact with the Company lawyer when it comes to legal matters 
· Updating all staff information when needed (Personal data, Promotions etc..)
· Weekly/Monthly random meetings with CEO to discuss business matters
· Handling payroll procedures (promotions, deductions, transportation NSSF etc.)
· Checking randomly staff attendance (Tardiness, early attendance etc..)
· Taking actions after discussing with CEO when it comes to staff performance
· In addition to any other duties that might be assigned by CEO
· To attend all meetings with all concerned divisions for developing and improving our various targets.
· To follow up all the pending points related directly to HR Department, Operations issue etc with CEO and Operations manager
· To figure out different solutions of improving our business plan in addition to solutions for the operations team who might face some problems


 Sept 2015 – Sept 2016	AMB Group, 
	Human Resources Officer 
                                            My responsibilities include: 

· Actively participating in the recruiting process for all above mentioned fields.
· Analyzing employee turnover and retention
· Responsible for preparing and coordinating any functions pertaining to employment, labor negotiations and employee relations.
· Plays an active role in formulating methods to improve employment policies, processes and practices as well as recommending changes to management.
· In charge of the payroll for all employees (around 130) between office and operation staff.
· Responsible for daily follow up on receiving CV’s.
· Managing ads and shortlisting CV’s to meet them with the concerned party.
· Schedule and organize interviews.
· In charge for all proper required declarations regarding employment and termination.
· Filling all personal documents for all employees’.
· Reporting to Human Resources and CEO regarding all reports needed (attendance, updates in recruiting, sick leave, tardiness/early departure etc...) and taking the right action when needed.
· Monitor staff attendance (monthly/hourly).
· Daily follow up with supervisors for each division
· Prepares employee separation notices and related documentation, and conducts exit interviews to determine reasons behind separation.
· Provides advice and assistance to supervisors and staff.
· Preparing Job Descriptions for all departments and positions.
· Ensure that accurate job descriptions are in place.
· In charge for enrolling in insurance procedures and cancelling them
· Preparing ads needed to be posted with marketing department
· Store visits (Beirut, Dbayeh, City mall, Zouk and Saida)
· Preparing policies and Procedures for all staff with HR Manager Supervision.
· Preparing Job Offers and contracts for all new joiners.
· Participating in Job fairs and managing it from A to Z.
· Following up on Uniforms, Name Tags, Company belongings etc..
· Following up on Vacation Balance, Recap days etc..
· Preparing all needed documents asked from employees

Sept 2013 – Sept 2015	Beirut Souks Cinema City, 
	Human Resources Officer 
                                            My responsibilities include: 

· Actively participating in the recruiting process.
· Analyzing employee turnover and retention
· Responsible for preparing and coordinating any functions pertaining to employment, labor negotiations and employee relations.
· Plays an active role in formulating methods to improve employment policies, processes and practices as well as recommending changes to management.
· Advises management and superiors of all divisions in appropriate resolution of employee relations issues.
· In charge of the payroll for all employees (around 90) between office and operation staff.
· Responsible for daily follow up on receiving CV’s.
· Managing ads and shortlisting CV’s to meet them with the concerned party.
· Schedule and organize interviews.
· In charge for all proper required declarations regarding employment and termination.
· Filling all personal documents for all employees’.
· Keeps records of personnel transactions such as hires, promotions, transfers, performance reviews and terminations.
· Reporting to the GM and HRGD all reports needed (annual leave, attendance, sick leave, tardiness/early departure etc...) and taking the right action when needed.
· Monitor staff attendance (monthly/hourly).
· Investigate and understands causes for staff absence.
· Monitor scheduled absences such as holidays or travel and coordinate actions to ensure the staff absence has been adequately covered off to ensure continuity of services. 

May 2012 –Aug 2013	Sabeco & Partners, 
	Human Resources Executive Coordinator, 
                                            My responsibilities include: 

· Responsible for daily follow up on receiving CV’s.
· Managing CV’s and setting interview dates.
· Responsible for doing payroll for around 200 labors.
· Checking and Following up all employees’ time sheets (monthly/daily).
· Checking and following up all employees’ attendance (monthly/daily).
· Responds to inquiries regarding policies, procedures and programs.
· Maintains strict confidentiality of client, company and personal information.
· Keeps records of personnel transactions such as hires, promotions, transfers, performance reviews and terminations.
· Providing Head of HR on weekly basis reports for applications and CV’s received and on monthly basis daily employees’ payroll report (with analysis).
· In charge for all proper required declarations regarding employment and termination.
· Aug 2008 –Sept 2008	Bank Med, 
	              Trainee as Customer Service and Teller, 
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EDUCATION
	                             Beirut Arab University (BAU), Lebanon
			Business Management
	
			
                  		Hariri High School, Lebanon
			Lebanese Baccalaureate



COMPUTER SKILLS 
Proficient use of Microsoft Office: Word, Excel and PowerPoint.

LANGUAGES
Fluent in spoken and written English and Arabic



ACTIVITIES & INTERESTS
Music
Drawing

